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This Instruction implements Air Force Policy Directive (AFPD) 44-1, Medical Operations,
Department of Defense Directive (DoDD) 1010.1, Military Personnel Drug Abuse Testing
Program, and Department of Defense Instruction (DoDl) 1010.16, Technical Procedures for the
Military Personnel Drug Abuse Testing Program, and prescribes the Air Force Drug Testing
Program. It assigns responsibility for carrying out the program at installation level. This
Instruction applies to all active duty Air Force members, Air Force Reserve members, applicants
for the Air Force Academy, Advanced Reserve Officers’ Training Corps (ROTC), regular Armed
Forces, appointment or enlistment (or re-enlistment if discharged more than 6 months earlier)
into Active or Reserve Components, and Air National Guard (ANG) members on AGR (Active
Guard Reserve) status, Title 10 status (when activated longer than 30 days), or on Personnel
Reliability Program (PRP) status. The ANG will comply with the current Memorandum of
Agreement between the Air Force and the National Guard Bureau. For guidance not addressed
in the current MOA, AFI 44-120 applies. Failure to comply with the mandatory provisions of
paragraphs 1.1.5, 1.1.6, 4.6.13.1, 4.6.13.2, 4.6.13.3, or 9.1.2.4 of this Air Force Instruction (AFI)
by military personnel is a violation of Article 92, Failure to Obey Order or Regulation, Uniform
Code of Military Justice (UCMJ).
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This Instruction requires the collection and maintenance of information protected by the Privacy
Act of 1974. Ensure that all records created as a result of processes prescribed in this publication
are maintained in accordance with (IAW) Air Force Manual (AFMAN) 33-363, Management of
Records, and disposed of IAW the Air Force Records Disposition Schedule (RDS) located at
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm. Send comments and suggested
improvements using the AF Form 847, Recommendation for Change of Publication, through
channels, to AFMOA/SGHW, 3515 General McMullen Road, Bldg 171, Ste 400, San Antonio
TX 78226.

(439AW) The purpose of this supplement is to ensure compliance with AFI 44-120, Drug Abuse
Testing Program, and provide operational guidance for the Drug Abuse Testing Program at
Westover Air Reserve Base Air Reserve Base. It applies to all Air Force Reserve members
assigned to Westover ARB. This instruction does not apply to the Civilian Drug Testing
Program. This Instruction requires the collection and maintenance of information protected by
the Privacy Act of 1974. Ensure that all records created as a result of processes prescribed in this
publication are maintained in accordance with AFMAN 33-363, Management of Records, and
disposed in accordance with the Air Force Records Disposition Schedule (RDS) located at
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm.

SUMMARY OF CHANGES

This document has been substantially revised and must be reviewed in its entirety.
Wording changes have been made throughout the document to enhance clarity. Substantive
changes include: mandated use of the Air Force Drug Testing Program Software; implementation
of “Smart Testing;” clarification on frequency of testing days for main installations, GSUs,
Reserve Component (RC) and Air National Guard (ANG); updated guidance regarding the
untestable sample rate; modified responsibilities to reflect current organizational names and
roles; updated membership of the Cross Functional Oversight Committee; the role of Regional
Support Groups for the RC and ANC has been removed; appointment of the Drug Demand
Reduction Program Manager (DDRPM) and Drug Testing Program Administrative Manager
(DTPAM) has been moved to the installation commander or delegate and supervision of the
DDRPM is determined by the MTF/CC; addition of Medical Review Officer (MRO) training
requirements; establishment of qualifications for the DDRPM position; updated outreach
responsibilities and reporting requirements; updated procedures for positive drug tests, including
use of the DoD Portal; clarification of installation SJA participation in the drug testing program;
changes to chain of custody procedures, including notation of time and test basis code; observer
brief is valid for five calendar days; addition of requirement for removal of genital body piercing
jewelry; updated guidance on procedures when contamination or alteration of a sample is
suspected; updated guidance for inadequate volume samples; updated procedures for processing
the collection container; addition of public health measures; updated shipping and documentation
processes; updated requirements for main installation and GSU testing personnel; updated
mailing address for the Air Force Drug Testing Lab (AFDTL); addition of guidance for optional
quality control of GSU samples by the main installation DDRP; updated guidance on new
accession testing; addition of requirement for the AFDTL to maintain an internal quality
assurance program; addition of items to the supply list; updated reporting requirements; updated
procedures for “shy bladder” cases; addition of guidance on DDR outreach activities and use of


https://www.my.af.mil/afrims/afrims/afrims/rims.cfm
https://www.my.af.mil/afrims/afrims/afrims/rims.cfm

AF144-120_439AWSUP_I 8 NOVEMBER 2011 3

appropriated funds, and ANG program and policies; updated references, abbreviations/acronyms,
and definitions; updated sample training manual and letters; addition of a drug urinalysis
specimen/shipping checklist; and addition of guidelines for DDRP facilities.
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Section A—PROGRAM GOALS AND REQUIREMENTS

Section A (439AW)—439 AW Program Policies.

1. The Drug Demand Reduction Program (DDRP) directly impacts mission readiness. The
success of this long-standing program can be traced directly to strong command support at

all levels.

1.1. Illicit Drug Use. The Air Force does not tolerate the illegal or improper use of drugs by

Air Force personnel. Such use:
1.1.1. Isa serious breach of discipline.
1.1.2. Is not compatible with service in the Air Force.
1.1.3. Automatically places the member’s continued service in jeopardy.

1.1.4. Can lead to criminal prosecution resulting in a punitive discharge or administrative
actions, including separation or discharge under other than honorable conditions.

1.1.5. Studies have shown that products made with hemp seed and hemp seed oil may
contain varying levels of tetrahydrocannabinol (THC), an active ingredient of marijuana
which is detectable under the Air Force Drug Testing Program. In order to ensure
military readiness, the ingestion of products containing or products derived from hemp
seed or hemp seed oil is prohibited. Failure to comply with the mandatory provisions of
this paragraph by military personnel is a violation of Article 92, UCMJ.

1.1.6. In order to ensure military readiness; safeguard the health and wellness of the
force; and maintain good order and discipline in the service, the knowing use of any
intoxicating substance, other than the lawful use of alcohol or tobacco products, that is
inhaled, injected, consumed, or introduced into the body in any manner to alter mood or
function is prohibited. These substances include, but are not limited to, controlled
substance analogues (e.g., designer drugs such as "spice" that are not otherwise controlled
substances); inhalants, propellants, solvents, household chemicals, and other substances
used for "huffing™; prescription or over-the-counter medications when used in a manner
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contrary to their intended medical purpose or in excess of the prescribed dosage; and
naturally occurring intoxicating substances (e.g., Salvia divinorum). The possession of
any intoxicating substance described in this paragraph, if done with the intent to use in a
manner that would alter mood or function, is also prohibited. Failure to comply with the
prohibitions contained in this paragraph is a violation of Article 92, UCMJ.

2. Goals and Objectives of the Drug Abuse Testing Program.

2.1. Enhance mission readiness and foster a drug free environment through a comprehensive
program of education, prevention, deterrence and community outreach in support of the
President’s National Drug Control Strategy.

2.1.1. Community outreach is defined as on and off base prevention, drug
education/awareness and deterrence activities targeted to Department of Defense (DoD)
family members, retirees, civilians and contractors.

2.2. Maintain the health and wellness of a fit and ready fighting force as well as a drug-free
Air Force community.

2.3. Deter military members, including those members on initial entry on active duty after
enlistment or appointment, from using illegal drugs and abusing controlled substances.

2.4. Assist commanders in assessing the security, military fitness, readiness, and good order
and discipline of their commands.

2.5. Detect and identify those individuals who use and abuse illegal drugs and other
controlled substances.

2.6. Provide a basis for action against a service member who tests positive for illicit drug
use.

2.7. Ensure that urine specimens collected as part of the drug abuse testing program are
supported by a legally defensible chain of custody procedure at the collection site, during
transport, and at the drug testing laboratory.

2.8. Ensure that all Air Force military specimens are tested by a DoD certified drug testing
laboratory. Re-tests may be sent to a DoD-certified laboratory, the Armed Forces Institute of
Pathology / Armed Forces Medical Examiner System (AFIP/AFMES) or a Substance Abuse
and Mental Health Services Administration (SAMHSA)-certified laboratory.

2.9. Ensure Air Force personnel recognize that the wrongful use of anabolic steroids,
controlled substances, and other substances such as inhalants, prescription drugs, and over-
the-counter medications by Air Force military members is an offense under the UCMJ.

2.10. Ensure that Air Force members serving in Joint-Service commands, operations, and
schools are tested according to the commanding service requirements. Host commanders
may, at their discretion, test any and all Temporary Duty (TDY) personnel assigned to their
units AW the procedures outlined in this Instruction. Urinalysis collection of other Service
personnel may be performed under the Air Force Drug Testing Program, provided the
commanding Service establishes either a Memorandum of Understanding (MOU) or a
Memorandum of Agreement (MOA) to perform such testing. Absent the establishment of an
MOU or MOA, testing of other Service personnel will be the responsibility of the respective
Service.
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2.11. Foreign/International students will be tested using the same standard as U.S. military
members only when authorized by international agreement or other legal authority.

3. Levels and Frequency of Testing.
3. (439AW) Levels and Frequency of Testing.

3.1. Active duty personnel will be tested through random selection using the Air Force Drug
Testing Program software at a level commensurate with guidelines established or agreed
upon by DoD, Drug Enforcement Policy and Support and Secretary of the Air Force
(SECAF). On September 24, 2004, the Deputy Assistant Secretary of Defense for
Counternarcotics (DASD/CN) approved the Air Force approach to use unit sweeps, gate
checks, and “Smart Testing” to achieve the goal of 100 percent of Air Force end strength
population tested annually, as reflected in the ASD (SO/LIC) memorandum dated October 1,
2003. Air Force “Smart Testing” is the random selection of members of the ranks of E-1 to
E-4, O-1, and O-2 at a rate of one test per member per year. All other members are subject to
the rate of 65 percent tested per year. It is imperative that commanders conduct non-random
testing to ensure the Air Force achieves its mandated goal of 100 percent. Each installation
is required to achieve 100 percent of their end strength population via 100 percent random
“Smart Testing” and other non-random testing.

3.2. All new accessions (officer and enlisted personnel) will be tested, as defined in Section
F of this Instruction.

3.2.1. (Added-439AW) Unit commanders shall coordinate testing times for new
accessions with the Drug Demand Reduction Program Manager(DDRPM) at the 439
Aerospace Medicine Squadron.

3.3. Air Force Reserve Command (AFRC) members will be tested utilizing available
Reserve Component resources and constraints on training time. Reserve minimum rates of
random testing must be as close as possible to rates established for the active force as
determined by Assistant Secretary of the Air Force for Manpower and Reserve Affairs
(SAF/MR). Reserve component personnel on extended active duty (Guard in Federal status
or active Reserve personnel) will be tested at the same rate as the active duty component.
Individual Mobilization Augmentees (IMAs) are the responsibility of the Active Duty.
Activated and mobilized reservists are the responsibility of the gaining Major Command
(MAJCOM).

3.4. A combination of random and other forms of inspection testing (e.g. unit/gate sweeps)
shall be performed no less than eight days per month (four days at Geographically Separated
Units (GSUs)). Computer generated random testing days or commander (computer code:
CO) selected testing days for Random Selection Testing must occur on at least six days per
month (three days at GSUs). Daily random testing is strongly encouraged.

3.5. AFRC will perform random and other forms of inspection testing at a frequency deemed
appropriate by the reserve wing commander to meet SAF/MR’s established rates. The
reserve wing commander is responsible for ensuring randomization and level of testing is
met. Monthly testing is highly encouraged. While the minimum rate of testing outlined in
this paragraph does not strictly apply to Reserve Component units, every effort to achieve an
equivalent rate of testing should be made.
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3.6. Field testing (rapid screening tests) is not authorized.

3.7. All requests for waivers to any portion of this AFI, must be submitted to SAF/MR
through the MAJCOM/Commander (CC) (or Vice Commander (CV)) and AFMOA/SGHW.

3.8. Untestable Specimen Rate. The Air Force standard is that no more than one percent of
collected specimens shall be untestable in a month. If the rate of untestable specimens
exceeds one percent in a given quarter and/or year, installation commanders should take
appropriate action AW paragraph 4.6.1.4. Untestable discrepancies at GSUs will not be
counted against the untestable rate at the host installation.

Section B—RESPONSIBILITIES

4. Responsibilities for the Drug Testing Program.

4.1. Assistant Secretary of the Air Force for Manpower and Reserve Affairs (SAF/MR) is
responsible for providing guidance, direction, and oversight for all matters pertaining to the
Air Force drug testing program formulation, review, and execution of plans, policies,
programs, and budgets.

4.2. The Air Force Surgeon General (AF/SG) is the Office of Primary Responsibility (OPR)
for the implementation of policy and guidance on AF drug testing. Ensures that the program
meets the requirements outlined in this Instruction and any additional requirements
established by the White House Office of National Drug Control Policy, SAF/MR, SECAF,
and Assistant Secretary of Defense for Health Affairs (ASD (HA)).

4.3. The Deputy Chief of Staff for Manpower and Personnel (AF/Al) acts as an Office of
Collateral Responsibility (OCR) for military drug testing, focusing on personnel actions
(retention, separation, Permanent Change of Station (PCS), TDY, etc.) for military personnel
involved in, or identified for illegal drug use.

4.4. Air Force Medical Operations Agency (AFMOA).
4.4.1. ADAPT/DDR Branch

4.4.1.1. Oversees the Air Force DDRP to include drug testing, prevention, education,
and outreach programs designed to reduce potential for use of illegal and/or abuse of
controlled substances among Air Force military members.

4.4.1.2. Coordinates with Office of the Assistant Secretary of the Air Force for
Financial Management and Comptroller (SAF/FM) for budget planning and
execution.

4.4.1.3. Coordinates with SAF/MR on matters concerning Air Force drug testing and
implements established Air Force policy.

4.4.1.4. Oversees operations of the Air Force Drug Testing Laboratory (AFDTL) and
ensures compliance with policy established by higher headquarters.

4.4.2. Air Force Substance Abuse Prevention and Treatment Program Manager

4.4.2.1. Oversees the Alcohol and Drug Abuse Prevention and Treatment (ADAPT)
Program, including programs for assessing and treating individuals identified for
substance abuse.
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4.4.3. Air Force Drug Testing Program Manager.
4.4.3.1. Serves asthe OPR for all drug testing issues.

4.4.3.2. Develops, implements, and manages Air Force drug testing program
operations to support established guidance and procedures.

4.4.3.3. Manages programming and execution of the Air Force drug testing program
budget.

4.4.3.4. Coordinates with HAF offices involved in drug testing/demand reduction
programs.

4.4.3.5. Communicates with other Air Force, DoD, and civilian agencies having
collateral responsibilities and interests.

4.4.3.6. Provides implementing and operational guidance to MAJCOMs.

4.4.3.7. Coordinates, facilitates, and attends conferences and other professional
forums that address demand reduction issues and determines appropriate Air Force
representation at these events.

4.4.3.8. Develops procedures for managing and documenting drug testing activities.

4.4.3.9. Responds to drug testing program related issues, Air Force suggestions,
Congressional and high-level inquiries, and Freedom of Information Act requests.

4.4.3.10. Establishes and aggregates biometric data on the testing program.

4.4.3.11. ldentifies and assesses drug abuse trends and ensures Quality Assurance
(QA) inspections of the military drug testing laboratory are conducted at least three
times annually. The QA inspection shall assess the performance of the laboratory and
its adherence to the requirements as outlined in DoDI 1010.16.

4.4.3.12. Monitors, and when appropriate, participates in laboratory inspections.

4.4.3.13. Evaluates performance on external proficiency programs conducted by the
AFIP/AFMES to ensure continuous accuracy in test results.

4.4.3.14. Provides guidance for all testing situations not covered by this Instruction.

4.4.3.15. Reviews AFDTL operating instructions (Ols) and any changes deemed
necessary by the AFDTL.

4.4.3.16. Serves as the Air Force voting member on the DoD Biochemical Testing
Advisory Board (BTAB).

4.4.3.17. Ensures execution of an effective QA program at the AFDTL. Monitors the
internal and external quality control (QC) programs to ensure test results are
scientifically sound.

4.4.3.18. Serves as the Air Force technical representative for developing
specifications and awarding contracts at the DoD and AF levels.

4.4.3.19. Establishes testability status of discrepancy codes in coordination with the
DoD BTAB.

4.4.3.20. Reviews and approves AFDTL inspection reports.
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4.4.3.21. Coordinates with AFIP/AFMES to ensure the completion of DoD re-
certification inspections of the AFDTL occurs every two years, as required by DoD.

4.4.3.22. Reviews Medical Review Officer (MRO) interpretation in DoD Portal or
appoints designee to complete this function.

4.4.4. Air Force Drug Testing Laboratory (AFDTL).

4.4.4.1. Supports DoD and Air Force objectives to provide a work place free of illicit
drug use and provide a mission-ready fighting force at all times.

4.4.4.2. Receives, processes, maintains, and reports results of drug urinalysis
specimens in support of the Air Force and other DoD DDRPs.

4.4.4.3. Ensures the control and security of all specimens while they remain in
possession of the laboratory.

4.4.4.4. Ensures accurate and timely processing and reporting of results, both
positive and negative.

4.4.45. Ensures each test result report and urinalysis report undergoes appropriate
reviews of analytical data, chain of custody compliance, and cross-referencing of
specimen identification numbers.

4.4.4.6. Ensures results are not reported until certified by a Laboratory Certifying
Official (LCO).

4.4.4.7. Ensures release of information or analytical results complies with the Air
Force and DoD guidance.

4.4.4.8. Ensures competency of laboratory certifying officials/expert witness
personnel to certify positive and negative results, provides consultation services to
installation legal officials and health officers on drug testing procedures and policies,
and ensures expert witness competency to provide testimony at Air Force
administrative boards and courts-martial.

4.5. Judge Advocate General (AF/JA).

45.1. Assists SAF/MR, AF/SG, AFMOA, and MAJCOM/FOAS/DRUs in managing
legal aspects of the drug testing program.

4.5.2. Provides advice regarding legal requirements.

4.5.3. Provides a legal advisor to the Air Force Drug Testing Program who performs the
following functions:

45.3.1. Serves as advisor to the Air Force Substance Abuse Prevention and
Treatment Program Manager and the Air Force Drug Testing Program Manager on all
legal issues related to the Air Force Drug Testing Program.

4.5.3.2. Monitors, and when appropriate, participates in all laboratory inspections.

4.5.3.3. Advises AFDTL on compliance with all applicable guidance to maintain
forensic integrity of the drug testing program.
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4.5.3.4. Works with representatives of ASD (HA), AFIP/AFMES, AF/SG, and Staff
Judge Advocates (SJAs) at all command levels to ensure compliance with applicable
law and policy and forensic integrity of the drug testing program.

45.4. Ensures adequate facilities and equipment to support the legal advisor to the
AFDTL.

4.5.5. Provides a legal advisor to the AFDTL who performs the following functions:

4.5.5.1. Serves as advisor to the AFDTL on all legal issues related to drug testing at
the AFDTL.

4.5.5.2. Provides legal advice concerning urine testing discrepancy resolution.
4.5.5.3. Manages and facilitates litigation support.

4.5.5.4. Assists DoD trial counsel in producing materials needed to fulfill the United
States’ discovery obligations.

45.5.5. Interfaces between the AFDTL and the legal community, commanders, and
law enforcement.

4.5.5.6. Receives copies of the completed Staff Judge Advocate assessments from
each installation within five working days of completion of the documentation 1AW
paragraph 4.6.12.1 below.

4.6. MAJCOMs.

4.6.1. The Command SG is the OPR for implementation of guidance over the command-
level drug testing program and appoints a command level Drug Demand Reduction
Program Manager (DDRPM).

4.6.1.1. The command level DDRPM assists and serves as the primary focal point for
installation level DDRPM and Drug Testing Program Administrative Managers
(DTPAMSs) in administering the drug testing program.

4.6.1.2. MAJCOM DDRPMs will ensure that each installation has in place a
mechanism to provide adequate training of personnel assigned to the installation-level
DDRPM and DTPAM functions.

4.6.1.3. MAJCOM DDRPMs will ensure that each installation-level DDRPM
conforms to the guidelines established in the Air Force Drug Testing Instructional
Guide. Information and training should be tailored to fit the needs of each
installation. Training manuals will be updated annually and must be reviewed and
approved by the MAJCOM DDRPM prior to implementation.

4.6.1.4. MAJCOM DDRPMs must track all installations with untestable specimen
rates exceeding one percent per quarter and/or year and ensure that the installation in
question develops an action plan identifying specific steps to reduce the untestable
error rate, as well as a reasonable timetable for resolution. Untestable discrepancies
at GSUs will not be counted against the untestable rate at the host installation. On a
quarterly and yearly basis, MAJCOM DDRPMs will forward the information to
AFMOA/SGHW identifying the installation(s) and the corrective actions
implemented to reduce or eliminate excessive untestable specimen rates.
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4.6.1.5. MAJCOM DDRPMs are responsible for assessing drug abuse trends and
maintaining statistical data for installations in their command.

4.6.2. The MAJCOM SJA is the MAJCOM OCR assisting the Command SG in
managing the legal aspects of the MAJCOM drug testing program.

4.6.3. Installation.
4.6.4. Installation Commander.
4.6.4. (439AW) Installation Commander.

4.6.4.1. Ensures the drug testing program is conducted IAW this Instruction and all
other applicable guidance.

4.6.4.2. Ensures testing level and type of test is appropriate to the local drug threat
and is consistent with Air Force guidance. Inspection random testing shall be the
predominant type of test used in non-deployed settings. Commanders should also
consider using other types of additional inspections such as unit sweeps and gate
sweeps. Commanders may establish testing levels in excess of the Air Force
minimum requirements but must ensure staffing to support additional testing levels.

4.6.4.3. May test any and all TDY Air Force personnel assigned to their units IAW
the procedures outlined in this Instruction. Frequency of testing for TDY personnel
will be determined by the level of perceived threat and shall be established by the
installation commander following consultation with the SJA and DDRPM.

4.6.4.4. On a case-by-case basis, may postpone notification/testing of an individual
after coordination with the SJA.

4.6.4.5. Ensures effective cross-functional oversight of the installation drug testing
program by appointing an installation-level Cross-Functional Oversight Committee
(CFOC). The committee will be chaired by the Installation/CC or Installation/CV,
and convene no less than quarterly to assess the status and effectiveness of drug
testing program operations. Committee membership must include as a minimum the
following: the Medical Treatment Facility (MTF) commander (except for ANG
units), Group Commanders or suitable designees as determined by each Group
Commander, Air Force Office of Special Investigations (AFOSI) (except for ANG
units), Security Forces (SF) (installations with a Joint Drug Enforcement Team
(JDET) may provide a single team member to represent both AFOSI and SF), SJA,
Command Chief, a representative from the First Sergeant’s council, and the
installation DDRPM.

4.6.4.5.1. Additional members may include: the ADAPT Program Manager,
Squadron Commander representatives, and others as deemed appropriate by the
Installation Commander. AFRC and ANG will meet at least annually or more
frequently if deemed appropriate.

4.6.4.6. Provides adequate and appropriate facilities dedicated for full-time use by
the DDRPM and the DTPAM to include: a secured, private work area sufficient for
the performance of administrative functions, the safeguarding of files and supplies to
carry out and maintain the integrity of the drug testing program, and appropriate urine
collection facilities. (See Attachment 16 for facility guidelines.)
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4.6.4.6.1. Ensures adequacy of personnel resources to meet program
administration requirements (e.g., DTPAM(s), observers, collection personnel).

4.6.4.6.1.1. Appoints in writinga DDRPM.

4.6.46.1.1.1. (Added-439AW) Ensure that the DDRPM is adequately
trained and competent to perform associated duties. The DDRPM is required
to attend the Military Drug Testing Course upon appointment as the
DDRPM and should attend periodic refresher training when needed per
AFRC/SG direction.

4.6.4.6.1.2. Appoints in writing a DTPAM. Commanders can resource this
position as they see fit with the exception that medical personnel cannot be
exclusively used. Medical personnel can be used on an equitable basis with
other units to support the program. Additionally, commanders can use O&M
funding for a full-time position.

4.6.4.6.1.3. If the testing population size and workload of the installation
warrants additional program resources (including backup support when the
DTPAM is unavailable), appoints in writing an assistant(s) to the DTPAM to
serve for a minimum period of three (3) consecutive months. Strongly
recommend the assistant to the DTPAM should be appointed to serve a
minimum of twelve (12) consecutive months to enhance and maintain a high
level of program integrity.

4.6.4.6.1.4. AFRC units should assign DDRPMs/DTPAMs for a minimum of
18 months.

4.6.5. Functions of the Cross Functional Oversight Committee (CFOC).

4.65.1. The CFOC will advise the Installation Commander and provide
recommendations to improve the efficiency of the drug testing program. The CFOC
will monitor and evaluate:

4.6.5.1.1. The installation drug testing program’s ability to meet the drug testing
program goals as outlined in Paragraph 1. Particular attention should be given to
the quality of compliance with guidelines for specimen collection, packaging, and
shipment.

4.6.5.1.2. Commanders’ and supervisors’ understanding and support for the goals
of the drug testing program, its readiness and health implications, as well as its
effectiveness in ensuring a drug-free workplace.

4.6.5.1.3. Compliance with the required testing and the type of test appropriate to
the local threat.

4.6.5.1.4. Testing of personnel assigned to the installation regardless of grade,
status, or position, including tenant units.

4.6.5.1.5. Commanders’ and supervisors’ understanding of the random selection
process and range of appropriate responses to military members who fail to go for
testing or refuse to provide a specimen.

4.6.5.1.6. Commanders’ referral to ADAPT Program and drug testing for
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incidents of known or suspected substance abuse or indication of deterioration of
duty performance, behavioral changes such as aggressiveness, destruction of
government/personal property, failure to obey orders, or other abnormalities
deemed unusual or suspicious in nature IAW AFI 44-121, Alcohol and Drug
Abuse Prevention and Treatment (ADAPT) Program.

4.6.5.1.7. Compliance with established procedures to test individuals who receive
support from an installation but physically reside with a GSU.

4.6.5.1.7.1. Numbered Air Forces (NAFs) will ensure the parent wing or host
Reserve Medical Unit (RMU) provides support to their assigned GSUs and
complies with required drug testing procedures.

4.6.6. The MTF or RMU Commander.

4.6.6. (439AW) The Medical Treatment Facility (MTF) or Reserve Medical Unit
(RMU) Commander

4.6.6.1. Serves as the installation OPR for DDRP and ensures appropriate
supervision of the DDRPM .

4.6.6.2. Forwards all DDRP correspondence received from higher headquarters and
AFMOA/SGHW to the installation DDRPM.

4.6.6.3. Appoints in writing qualified licensed physicians to serve as primary and
alternate MRO for the military drug testing program.

4.6.6.3.1. (Added-439AW) At Westover ARB, the minimum number of
appointed Medical Review Officers (MROs) will be two from the 439 AMDS and
one from the 439 ASTS.

4.6.7. Medical Review Officer (MRO).

4.6.7.1. Is responsible for reviewing test-positive messages and reports from the
AFDTL.

4.6.7.1.1. Must be a physician who has appropriate medical training to interpret
and evaluate an individual’s positive test result based on review of information in
the member’s medical record. Must be knowledgeable in the medical use of
prescription drugs and the pharmacology and toxicology of prescription and illicit
drugs. Only individuals holding either a Doctor of Medicine (MD) or a Doctor of
Osteopathy (DO) degree may serve as MROs.

4.6.7.2. Must determine whether the member’s positive drug test could be caused by
prescribed medication or other natural or synthetic substances to which the member
has been exposed. The MRO will review the member’s medical, pharmacy, and
dental records as well as any other documents deemed appropriate in assessing a
positive test result.

4.6.7.3. Must not interview or otherwise communicate with the individual in
question.

4.6.7.4. Should consult with a forensic toxicologist at the AFDTL on all positive
results for opiates, opioids, or amphetamines (including methamphetamines). May
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consult with a forensic toxicologist at the AFDTL for any other results as required for
interpretation.

4.6.7.5. Receives all positive drug reports from the DDRPM/DTPAM and provides a
review to the DDRPM/DTPAM preferably within one duty day of receipt, not to
exceed two duty days. If the positive drug report is deemed to be the result of lawful
drug use, the MRO will include the name of the lawful drug used, the amount
prescribed/used, the directions/circumstances for use, and the date of prescription/use
in his or her report to the DDRPM/DTPAM.

4.6.7.6. Is not involved in making determinations of chain of custody issues (i.e.,
specimen authenticity and integrity).

4.6.7.7. Must complete AFMOA-approved MRO training within four months of
appointment as MRO.

4.6.8. The Drug Demand Reduction Program Manager (DDRPM).
4.6.8. (439AW) The Drug Demand Reduction Program Manager (DDRPM).

4.6.8.1. Must be an individual possessing unguestionable integrity and
trustworthiness and meet the following criteria:

4.6.8.1.1. If active duty, no Unfavorable Information File (AFI 36-2907
Unfavorable Information File (UIF) Program).

4.6.8.1.2. Individuals are ineligible to serve as DDRPMs if they have a record of
conviction by courts-martial or civilian criminal court.  Additionally, the
individuals are ineligible if they have received non-judicial punishment under
Article 15, UCMJ, or a Letter of Reprimand or similar administrative action
(Letter of Admonishment, Letter of Counseling) for misconduct involving
dishonesty, fraud, or drug abuse (including use, possession, or distribution). Prior
to assigning an individual to serve as a DDRPM, the unit commander will review
the individual’s Personnel Information File - PIF (military) or personnel record
(civilian).

4.6.8.1.3. Commanders, on a case-by-case basis, make the determination on
whether conduct is dishonest and/or fraudulent. Commanders will receive advice
from the servicing SJA in situations in which it is unclear as to whether past
misconduct is disqualifying.

4.6.8.1.4. No pending UCMJ action (court-martial, Article 15), pending civilian
criminal action, or pending administrative action (Separation, Letter of
Reprimand/Counseling/Admonishment for dishonesty, fraud, or other integrity
offenses).

4.6.8.1.5. No medical or mental health condition which will preclude him/her
from responsibly performing his/her assigned duties as a DDRPM.

4.6.8.1.6. Finally, the individual will be asked to certify, and will sign a statement
certifying, no record of conviction for any offense or history of past misconduct
involving dishonesty, fraud, or drug abuse (including use, possession, or
distribution).
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4.6.8.2. Is responsible for the management of all aspects of the DDRP to include
budget, military/civilian drug urinalysis testing programs, and drug prevention
programs.

4.6.8.2.1. Budget management will include, but is not limited to, conducting and
analyzing annual resource requirements, planning and submitting an annual
budget, as well as ensuring proper expenditure of funds.

4.6.8.3. Acts as the focal point for installation-level drug testing, drug
prevention/education issues, and serves as the subject matter expert on illicit drug use
for the on-base and off-base communities.

4.6.8.4. Briefs unit commanders, first sergeants, and supervisors on the drug testing
program.

4.6.8.5. Is responsible for base drug demand reduction outreach and education
activities. These include all activities aimed at active duty and targeted populations
(i.e., dependents, DoD civilian employees, retirees, and school-age children) and
include programs such as Red Ribbon and Drug Education For Youth (DEFY).

4.6.85.1. AFRC outreach activities may include the above programs as
applicable and should be targeted at service members and DoD civilians. Military
and DoD civilian dependents should be included as time permits.

4.6.8.5.1.1. AFRC will provide one outreach activity annually that may
include but is not limited to those activities listed in paragraph 4.6.8.5 that
pertain directly to the Air Force Reserve personnel, their family members, and
DoD civilian employees.

4.6.8.5.1.1.1. Local DDRPMs are responsible for reporting the results of the
outreach activity to the AFRC DDRPM within 45 days of activity
completion. Outreach activity participation is one key element in the AFRC
DDRP Annual Award criteria.

4.6.8.6. Participates in the base Integrated Delivery System (IDS), Community
Action Information Board (CAIB), Culture of Responsible Choices (CoRC), CFOC,
or other similarly structured base and local community prevention coalitions.

4.6.8.7. Works closely with the ADAPT Program Manager (PM) in the development
of substance abuse prevention education modules targeted towards active duty
personnel.

4.6.8.8. Provides oversight for all aspects of the drug testing programs to comply
with established guidance. Directly supervises personnel assigned to the drug testing
program. The DDRPM reports directly to the installation commander or his/her
designee and advises the installation commander on the appointment of personnel
assigned to the DDRP.

4.6.8.9. Ensures the DTPAMs (including GSU DTPAMS) are adequately trained and
competent to perform associated duties. The DDRPM documents and certifies
training for all DTPAMs who participate in the installation’s DDRP.

4.6.8.10. Ensures trusted agents and observers have documented training.
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4.6.8.11. Ensures Commanders and First Sergeants are briefed on their
responsibilities within 30 days of assumption of duty.

4.6.8.12. Ensures a combination of random and other forms of inspection testing (e.g.
unit/gate sweeps) are performed no less than eight days per month (four days at
GSUs). Random testing must occur on at least six days per month (three days at
GSUs). Daily random testing is strongly encouraged. Ensures the DTPAM utilizes
the Air Force Drug Testing Program software for inspection (random) testing and CO
Selected Random Selection Testing. Failure to use the Air Force Drug Testing
Software will not affect the validity of results. Exemptions from the use of this
software must be approved in writing by AFMOA/SGHW. Air Reserve Components
are not required to strictly adhere to the requirements of this paragraph, but shall
tailor their programs to mirror these practices as closely as feasible. AFRC units
should refer to Chapter 2 for additional guidance. Deviations from these procedures
must be approved by AFMOA/SGHW and, when appropriate, SAF/MR.

4.6.8.13. Maintains a current contact listing of all unit Commanders, First Sergeants,
trusted agents, and legal office personnel.

4.6.8.14. Safeguards the sensitive medical information that testing may generate
IAW AFI 33-332, Privacy Act Program.

4.6.8.15. Ensures the MRO is notified in writing within one duty day when positive
drug test results are received, or in the case of Air Force Reserve Component units, as
soon as practicable, not to exceed 7 days.

4.6.8.15.1. (Added-439AW) In a case when the positive result is from a member
of the 439" Aerospace Medical Squadron or the 439™ Aeromedical Stating
Squadron, DDRPM will contact an MRO who is not in the same squadron as the
member.

4.6.8.15.1.2. (Added-439AW) Positive results — Air Force Drug Testing
Laboratory (AFDTL) transmits an email notification of test results to the
DDRPM and DTPAMs. Positive results are indicated on the report, where the
DDRPM will:

4.6.8.15.1.2.1. (Added-439AW) Locate the specimen number in the
Urinalysis Ledger.

4.6.8.15.1.2.2. (Added-439AW) Ensure that Social Security Number
(SSN) on AFDTL report matches the SSN in the ledger.

4.6.8.15.1.2.3. (Added-439AW) From the Urinalysis Ledger, record name
of individual, date tested, unit, rank, Personnel Reliability Program (PRP)
status (if applicable) and type of test.

4.6.8.15.2. (Added-439AW) Documentation within Westover ARB Drug
Testing Program upon naotification of positive specimen, The DDRPM shall:

4.6.8.15.2.1. (Added-439AW) Document notification on message and
positive results log

4.6.8.15.2.1.2. (Added-439AW) Attach the original message to the
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corresponding AF Form 2624 and file.

4.6.8.15.2.1.3. (Added-439AW) A copy of the message will be maintained
in the positive results message folder.

4.6.8.15.2.1.4. (Added-439AW) File DD Form 2624 with the urinalysis
ledger.

4.6.8.16. Inputs the MRO interpretation/findings into the DoD portal and awaits
review by the Air Force Drug Testing Program Manager. Once the MRO data has
been reviewed by the Air Force Drug Testing Program Manager, ensures notification,
verbally and/or in writing, to the member's Commander/First Sergeant,
AFOSI/Security Forces, ADAPT Program Manager, and installation SJA of all drug
positive results that are not medically excused/explained by the MRO, and samples
determined by the AFDTL to be either adulterated or not consistent with human
urine. The installation CFOC may determine notification sequence. All other
requests for drug testing data should be submitted to AFMOA/SGHW. AFRC units
should request additional drug testing data from AFRC/SGPD.

4.6.8.16.1. AFRC notification of MRO confirmed positive drug testing results
will be made by the RMU based AFRC guidance.

4.6.8.16.2. (Added-439AW) Upon completion of notification as required in AFI
44-120 Para 4.6.8.16, DDRPM shall also contact 439" Security Forces Squadron
Investigations. DDRPM will direct unit Commander to contact Legal and
Military Personnel Flight/Relocations for further guidance. At this time, 439"
Airlift Wing does not have an Alcohol and Drug Abuse Prevention and Treatment
(ADAPT) Program Manager. However, an ADAPT Program Manager is
available at Hanscom AFB; and if notification is deemed appropriate by the 439
AWI/CC, the DDRPM shall notify this individual.

4.6.8.17. Maintains appropriate statistical data as required by higher headquarters
and this AFI (Section L). Provides statistical updates no less than quarterly to the
installation-level CFOC (annually for Reserve Component).

4.6.8.17.1. In conjunction with the DTPAM, monitors the quarterly rate of
untestable specimens (fatal discrepancies) and non-fatal discrepancies
(Attachment 9). Takes appropriate action to ensure less than one percent of
specimens are untestable. Installations exceeding the one percent untestable level
must develop an action plan identifying specific steps to reduce the untestable
error rate and a timetable for resolution. This action plan must be forwarded to
the MAJCOM DDRPM for review. Action plans should also be made available
for review by the installation level CFOC (See Attachment 14). Untestable
discrepancies at GSUs will not count against the untestable rate at the host
installation; however, the host installation DDRP is responsible for the action plan
and training of collection personnel at the GSUs.

4.6.8.17.1.1. (Added-439AW) The Major Command (MAJCOM) DDRPM
is AFRC/DDRPM. The action plan shall be forwarded via the Air Force Drug
Testing Program (AFDTP) Community of Practice (CoP) website (See AF
Portal).
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4.6.8.18. Uses the Air Force Drug Testing software to track individual(s) unavailable
for testing due to leave, pass, TDY, quarters, flying status, crew-rest, missile duty, or
non-duty status. The DDRPM will coordinate with commanders to ensure these
individuals will report to the testing location within two hours of notification upon
their return to duty. Members who are flying at the time of notification must be
tested as soon as reasonably possible following completion of the flying mission.

4.6.8.19. Ensures that, prior to the actual collection process, observers read,
understand, sign, and date a “Drug Testing Observer’s Briefing” acknowledging their
acceptance and understanding of their responsibilities and the consequences of their
actions for not performing their duties IAW established guidelines, as well as
physically review the process involved in observation and collection. These signed
briefing forms must be maintained as part of the drug urinalysis testing file 1AW
AFMAN 33-363, Management of Records. This briefing remains current for the
observer for a maximum of five calendar days, after which the briefing must be re-
accomplished. Attachment 4 of this AFI provides a sample observer briefing letter.

4.6.8.20. Encourages attendance at professional conferences (e.g. Community Anti-
Drug Coalitions of America (CADCA), Centers for the Application of Prevention
Technologies (CAPTSs), Society for Prevention Research, Society for Chemical
Dependency, Center for Substance Abuse Prevention (CSAP)), online training,
seminars, correspondence or other training as appropriate. NOTE: Certification
and/or licensure is not a required qualification for this position. Continuing education
opportunities must be structured to support the critical function areas of prevention,
education, and outreach.

4.6.9. The Drug Testing Program Administrative Manager (DTPAM).

4.6.9. (439AW) Westover ARB Drug Testing Program Administrative Manager
(DTPAM).

4.6.9.1. Coordinates drug testing activities with the DDRPM and other agencies as
applicable.

4.6.9.1.1. Must be an individual possessing unquestionable integrity and
trustworthiness and meet the following criteria:

4.6.9.1.1.1. No UIF (AFI 36-2907).

4.6.9.1.1.1.1. Individuals are ineligible to serve as DTPAMs if they have a
record of conviction by courts-martial or civilian criminal court.
Additionally, the individuals are ineligible if they have received non-judicial
punishment under Article 15, UCMJ, or a Letter of Reprimand or similar
administrative action (Letter of Admonishment, Letter of Counseling) for
misconduct involving dishonesty, fraud, or drug abuse (including use,
possession or distribution). Prior to assigning an individual to serve as a
DTPAM, the unit commander will review the individual’s Personal
Information File - PIF (military) or personnel record (civilian).

4.6.9.1.1.1.2. Commanders, on a case-by-case basis, make the
determination on whether conduct is dishonest and/or fraudulent.
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Commanders will receive advice from the servicing SJA in situations in
which it is unclear as to whether past misconduct is disqualifying.

4.6.9.1.1.2. No pending UCMJ action (court-martial, Article 15), pending
civilian criminal action, or pending administrative action (Separation or
Letter(s) of Reprimand/Counseling/ Admonishment for dishonesty, fraud, or
other integrity offenses).

4.6.9.1.1.3. No medical or mental health condition which will preclude
him/her from responsibly performing his/her assigned duties as a DTPAM.

4.6.9.1.1.4. The individual will be asked to sign a statement certifying there is
no record of conviction for any offense or history of past misconduct
involving dishonesty, fraud, or drug abuse (including use, possession, or
distribution), and no medical or mental health condition which will preclude
them from responsibly performing their assigned duties as DTPAMs.

4.6.9.2. Ensures specimens are collected, packaged, and transported to the drug
testing laboratory according to the forensic requirements of this Instruction and any
guidance established by AFMOA/SGHW. Attachment 3 of this AFI provides a
sample checklist which may be used at the collection site.

4.6.9.2.1. Makes notifications for specimen collection to trusted agents, (e.g.,
Commanders, First Sergeants, or other designated individual) by confidential
means.

4.6.9.2.1.1. (Added-439AW) The preferred method of notification to
Trusted Agents will be an encrypted confidential email sent the day of testing.
Ensure unit Commanders, First Sergeants and Trusted Agents maintain
encrypted e-mails for member notifications.

4.6.9.2.2. In the event the DTPAM is randomly selected to provide a drug testing
specimen, the DTPAM may not handle, prepare paperwork, or package and ship
his/her own specimen for testing. Arrangements must be made to ensure that all
aspects of packaging and shipment of the box containing the specimen of the
DTPAM are performed by an alternate DTPAM (or the DDRPM) who is
thoroughly knowledgeable and competent to perform this task and who is
properly appointed. In those situations where the DDRPM and DTPAM functions
are being performed by a military member, arrangements must be made to ensure
that an alternate properly trained DTPAM prepares the paperwork, packages, and
ships the specimens.

4.6.9.3. In conjunction with the DDRPM, monitors the rate of untestable specimens
and takes appropriate action to ensure less than one percent of specimens are
untestable.

4.6.9.4. Verifies results are received for every specimen sent for testing, tracks
outstanding results, and performs follow-up with the testing laboratory to resolve
issues of turnaround times, outstanding results, and untestable specimens.
Communicates findings and proposed resolutions to untestable discrepancies to the
DDRPM.
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4.6.9.5. Safeguards the sensitive medical information that testing may generate 1AW
AFI 33-332.

4.6.9.6. (Added-439AW) Ensures an adequate amount of drug testing supplies.

4.6.9.7. (Added-439AW) Prepares and maintains operational checklists as
necessary. All checklists shall be approved by the DDRPM prior to implementation.

4.6.9.8. (Added-439AW) Properly maintain the Urinalysis Ledger and chain of
custody documentation with active oversight by the DDRPM.

4.6.10. AFRC units
4.6.10. (439AW) AFRC Units

4.6.10.1. Will conduct testing monthly random during the Unit Training Assembly
(UTA) and/or during the member’s annual tour. Monthly testing is recommended but
not required as long as the annual quota is met and program maintains a deterrent
effect. It is suggested that drug testing of Active Reserves be conducted during the
month in order to reduce the demands on limited time available during training
assemblies and to enhance the deterrent effect.

4.6.10.1.1. (Added-439AW) Testing is mandatory on the day of selection and
takes precedence over the member’s other responsibilities. Once notified for
random drug testing, members will report immediately to the drug testing site.
Those who fail to report within 2 hours of notification will be reported to their
unit commanders and 439AW/Judge Advocate (JA) Reserve Office.

4.6.10.2. Selection of members for testing may be accomplished prior to the day of
testing and selection rosters must be placed in secure storage with limited access.
Notification of selection for testing will not be made until the day of testing. Once
notified, individuals must report for testing within two hours. Individuals who are
shift workers or on scheduled days off will be tested within two hours of reporting for
duty during the next drug testing period.

4.6.10.2.1. (Added-439AW) Selections. Once all selections have been made,
prepare letters to each unit Commander and trusted agent. These letters will be
delivered via encrypted email the day of testing. The letters will be kept by the
unit in a secure place until given to member no sooner than 2 hours prior to time
to report for testing.

4.6.10.2.2. (Added-439AW) Prepare roster of names selected for testing and
keep in locked file cabinet. Ensure names of any selected individuals from prior
month are on the current roster.

4.6.10.3. In AFRC units with one allocated manpower position dedicated to drug
testing, that individual will serve as both the DDRPM and DTPAM.

4.6.11. Group, Squadron, and Detachment Commander.
4.6.11. (439AW) Group, Squadron and Detachment Commanders

4.6.11.1. Commanders have the authority to order drug testing IAW guidelines in
this AFI for sweep testing, probable cause testing, and commander directed testing.
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4.6.11.2. Ensures that all unit military members regardless of rank or status, are
subject to inspection testing. Commanders are responsible for issuing written
notification letters to members and for ensuring that notification letters are
appropriately acknowledged (date and time of acknowledgment, as well as the
member's signature are evident) and a copy of such notification and
acknowledgement letters are maintained within the unit IAW AFM 33-363
(http://lwww.e-publishing.af.mil). Attachment 5 of this AFI provides a sample
notification letter to provide a urine sample. Specimen collection is to be conducted
on the day of selection. Once notified, members must report to the testing location
within two hours. EXCEPTIONS: a. Commanders will permit personnel who must
travel to the collection site more than two hours if required by distance and/or traffic
or weather conditions. Any such time extension must be noted in the Notification of
Selection to Provide a Urine Sample. b. Personnel who are shift workers or who
routinely work alternative duty weeks with “weekends” during the regular duty week
must report to the testing location within two hours of notification, as soon as
possible upon returning to duty, preferably the same day the member returns to duty.
Commanders and/or First Sergeants will coordinate such activities with the collector
to ensure the member reports for testing, within two hours of notification, as soon as
possible upon returning to duty, preferably the same day the member returns to duty.
Commanders must not notify members of their selection sooner than one hour prior to
the available testing period.

4.6.11.2.1. Commanders who choose to appoint a designee (such as a deputy
commander) for issuing and ensuring member notification should consult with the
servicing SJA. Designations must be made in writing.

4.6.11.2.1.1. (Added-439AW) Unit commanders on “G” series orders must
sign the individual notification letters on the day the order is presented to the
member.

4.6.11.2.1.2. (Added-439AW) If the unit commander is not readily available
to sign the order, the next level (group/wing) commander available must sign
the order on the day the order is presented to the member.

4.6.11.3. Will ensure that members who are on leave, pass, TDY, quarters, flying
status, crew-rest, missile duty, or non-duty status report to the testing location IAW
the above paragraph 4.6.11.2 within two hours of notification, as soon as possible
upon returning to duty, preferably the same day the member returns to duty.
Commanders or designee will coordinate such activities with the collector to ensure
testing of these individuals.

4.6.11.3.1. Commanders or designee will coordinate with the collector to ensure
testing of shift working individuals. Commanders must not notify members of
their selection sooner than one hour prior to the scheduled collection time.

4.6.11.3.2. AFRC (to include IMAs). Members who are on leave, pass, TDY,
quarters, flying status, crew-rest, missile duty, or non-duty status, or who did not
attend training where their names were randomly selected for drug testing, will
report for testing during the next training/drug testing period. Commanders must
not notify members of their selection sooner than two hours prior to the scheduled
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collection time.

4.6.11.4. Take appropriate administrative or UCMJ action against personnel who fail
to report for testing without a valid reason (leave, pass, TDY, quarters, flying status,
crew-rest, missile duty, or non-duty status). All actions taken by commanders must
be coordinated with the SJA to ensure the integrity of the program.

4.6.11.5. May order Commander-directed testing. Any Commander-directed drug
testing must first be coordinated with the SJA.

4.6.11.5.1. (Added-439AW) Prior to testing under a command-directed urine
collection, the DDRPM shall require a letter from an appropriate commander in
military status and on “G” series orders to a member in military status to provide
a urine sample. This letter must have been previously coordinated with 439
AW/JA Reserve Office.

4.6.11.6. Will appoint in writing a Trusted Agent who performs the following duties:

4.6.11.6.1. Receives and maintains rosters (IAW AFMAN 33-363,
(https://www.my.af.mil/afrims/afrims/afrims/rims.cfm) of individuals selected
for urinalysis testing.

4.6.11.6.2. Notifies individuals selected for urinalysis testing no earlier than one
hour prior to the scheduled starting collection time and no later than one hour
prior to the scheduled end of collection time. For GSU members, the one hour
period may be extended by the commander.

4.6.11.6.2.1. (Added-439AW) Notification to those selected for testing
should be accomplished via a memorandum signed by the unit commander on
the date the members are selected or notified for testing. See Attachment 5,
as a guide for the notification memorandum.

4.6.11.6.2.2. (Added-439AW) Prepares individual notification letters for the
unit commander’s signature.

4.6.11.6.2.3. (Added-439AW) If the unit commander (who must be in
status) is readily available to sign the notification letter, the trusted agent has
the commander sign the notification letter on the day the notification letter is
to be presented to the member.

4.6.11.6.2.3.1. (Added-439AW) If the unit commander is not readily
available or in status to sign the notification letter, the trusted agent contacts
the next level (group/wing) commander who is in status for original
signature on the notification letter which is to be presented to the member.

4.6.11.6.2.4. (Added-439AW) Brief personnel to report immediately after
they are notified. The trusted agent will issue the original plus one copy of the
signed notification letter to each selected member and instruct the member to
bring both documents to the collection site. The copy will be returned by the
member, stamped with proof of testing. Personnel that report for testing more
than two hours from the time they are notified will be reported to their unit
commander and the Staff Judge Advocate (SJA).
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4.6.11.6.2.5. (Added-439AW) Once selected and notified for testing, only
the 439th Airlift Wing Commander can release an individual from testing.

4.6.11.6.3. Returns the Commander’s Notification Letter to the collector with
annotations of those members notified; those not notified; and/or those on leave,
pass, TDY, quarters, flying status, crew-rest, missile duty, or non-duty status,
(with return dates)/ by the time specified by the collector.

4.6.11.6.3.1. (Added-439AW) The trusted agent must fax or digitally
encrypt and email the unit’s/commander’s notification roster annotated with
the status of selected individuals not available for testing to DDRPM within
two hours of their scheduled testing time each day. Print their name and duty
phone number on the bottom of the roster.

4.6.11.6.4. (Added-439AW) A trusted agent shall not delegate duties.

4.6.11.6.5. (Added-439AW) At the 439 AW, appointed annually (NLT 30
January) by unit commander. Unit commanders shall review their appointments
quarterly at a minimum to ensure that their trusted agents meet the criteria set
forth in this instruction.

4.6.11.6.6. (Added-439AW) It is strongly recommended that the primary
Trusted Agent be an Active Guard Reserve (AGR) or Air Reserve Technician
(ART).

4.6.11.7. Trusted Agent must be an individual possessing unquestionable integrity
and trustworthiness, and meeting the following criteria:

4.6.11.7.1. No UIF (AFI 36-2907).

4.6.11.7.2. Individuals are ineligible to serve as Trusted Agents if they have a
recent record (within five years) of conviction by courts-martial or civilian
criminal court for matters not involving dishonesty, fraud, or drug abuse.
Additionally, the individuals are ineligible if they have a record of conviction by
courts-martial or civilian court or have received non-judicial punishment under
Article 15, UCMJ, or a Letter of Reprimand or similar administrative action
(Letter of Admonishment, Letter of Counseling) for misconduct involving
dishonesty, fraud, or drug abuse (including use, possession, or distribution). Prior
to assigning an individual to serve as a Trusted Agent, the unit commander will
review the individual’s PIF or equivalent personnel record.  Normally,
misconduct, including drug abuse, that occurred prior to entering active duty
service in the Air Force should not be considered a bar to service as a Trusted
Agent.

4.6.11.7.2.1. Commanders, on a case-by-case basis, make determinations as
to whether or not conduct is/was dishonest and/or fraudulent, and may make
exceptions to the rule articulated in paragraph 4.6.11.7.2 Commanders will
receive advice from the servicing SJA in situations in which it unclear as to
whether past misconduct is disqualifying.

4.6.11.7.3. No pending UCMJ action (courts-martial, Article 15), pending
civilian criminal action, or pending administrative action (Separation or Letter(s)
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of Reprimand/Counseling/ Admonishment for dishonesty, fraud, or other integrity
offenses).

4.6.11.7.4. No medical or mental health conditions which will prevent them from
performing their assigned duties as a Trusted Agent.

4.6.11.8. Provide observers who meet the following criteria:

4.6.11.8.1. Not selected for testing in the same session as the one in which they
are observers.

4.6.11.8.2. Must be an individual possessing unquestionable integrity and
trustworthiness and meet the following criteria:

4.6.11.8.2.1. No UIF (AFI 36-2907).

4.6.11.8.2.2. Individuals are ineligible to serve as observers if they have a
recent record (within five years) of conviction by courts-martial or civilian
criminal court for matters not involving dishonesty, fraud, or drug abuse.
Additionally, the individuals are ineligible if they have a record of conviction
by courts-martial or civilian court or have received non-judicial punishment
under Article 15, UCMJ, or a Letter of Reprimand or similar administrative
action (Letter of Admonishment, Letter of Counseling) for misconduct
involving dishonesty, fraud, or drug abuse (including use, possession, or
distribution). Prior to assigning an individual to serve as an observer, the unit
commander will review the individual’s PIF or equivalent personnel record.
Normally, misconduct, including drug abuse that occurred prior to entering
active duty service in the Air Force should not be considered a bar to service
as an observer.

4.6.11.8.2.2.1. Commanders, on a case-by-case basis, make determinations
as to whether or not conduct is/was dishonest and/or fraudulent, and may
make exceptions to the rule articulated in paragraph 4.6.11.8.2.2.
Commanders will receive advice from the servicing SJA in situations in
which it unclear as to whether past misconduct is disqualifying.

4.6.11.8.2.3. No pending UCMJ action (courts-martial, Article 15), pending
civilian criminal action, or pending administrative action (Separation or
Letter(s) of Reprimand/Counseling/ Admonishment for dishonesty, fraud, or
other integrity offenses).

4.6.11.8.3. Not within six months of either separation or retirement from active
duty, or in the case of the ANG and Air Force Reserve, one year of either
separation or transfer from an active participation status.

4.6.11.8.4. No medical or mental health conditions which will prevent them from
performing their assigned duties as observers.

4.6.11.8.5. Commissioned officers or noncommissioned officers (NCOs) are to
be used as observers. In the event of the unavailability of officers or NCOs to
perform observer duties, personnel in the grade of Senior Airman may be used,
but only with the concurrence of the servicing SJA.
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4.6.11.8.5.1. (Added-439AW) Requests to use an enlisted member in the
grade of senior airman (SrA) as an observer must be in writing. The request
must attest to the individual's integrity and maturity and must be forwarded to
439 AW/JA Reserve Office for concurrence, with a copy to the DDRPM. A
written concurrence/non-concurrence by 439 AW/JA Reserve Office will be
sent to the unit commander and first sergeant with a copy to the DDRPM. Use
of e-mail is acceptable.

4.6.11.8.6. Not assigned to work in any legal office.

4.6.11.8.7. (Added-439AW) A schedule for observer duty is sent to each
squadron before the August “A” UTA of that year for observer duty for the next
fiscal year. The unit has until 15 September to notify the DDRPM of any
conflicts. Each squadron will assign 2 male and 1 female observers for their
assigned slot. Each squadron is responsible for ensuring the individuals selected
are available for training and the duration of drug testing hours. If the unit cannot
provide observers for their scheduled UTA, the unit is responsible for
coordinating within its Group for observers.

4.6.11.9. Unless approved by AFMOA/SGHW, all drug testing managers, collectors,
and observers will be active duty or reserve component Air Force personnel or Air
Force civilian employees.

4.6.11.10. (Added-439AW) Upon notification by the DDRPM of a member's
positive urinalysis, it is imperative for unit commanders to verbally coordinate with
the 439 AW/JA Reserve Office, Office of Special Investigations (OSI), 439"
Security Forces Squadron Investigations, and 439™ Force Support Squadron (FSS)
Relocations BEFORE taking any action/notifying individual to allow for the
following: 1) Safely removing individual from a hazardous situation if necessary
without alerting suspicion. 2) Allowing time for OSI and/or 439 SFS for investigatory
purposes and 3) Ensuring there is no violation of a member's rights.

4.6.12. The Staff Judge Advocate (SJA).
4.6.12. (439AW) 439 AW/JA Reserve Office.

4.6.12.1. Performs and documents periodic (no less than quarterly) assessments of
the drug testing program using DoDDs and DoDlIs, AFIs, and/or appropriate
checklists derived from these publications or other applicable publications and shall
document the results within five duty days from the date of the completion of the
assessment. Copies of the completed assessments will be sent to the AFDTL’s legal
advisor within five working days of completion of the documentation. Ensures that
all phases of installation level drug testing program (i.e. member selection,
notification, sample collection, storage, packaging, and shipping) are forensically
sound. Recommends and ensures implementation of corrective actions to the
DDRPM when necessary. Any observations which negatively impact on the integrity
of the program must be communicated through appropriate channels to the MAJCOM
SJA representative; Office of the Judge Advocate General, Administrative Law
Division (AF/JA); and AFMOA/SGHW. The local SJA will be responsible for
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performing (no less than annually) an audit of collection procedures at GSUs. AFRC
and ANG perform and document periodic assessments no less than annually.

4.6.12.1.1. (Added-439AW) The 439 AW/JA Reserve Office will perform
periodic assessment of the Westover ARB Drug Testing Program NLT 30 April
annually.

4.6.12.2. Advises Commanders, the DDRPM, DTPAM, and other installation
officials and agencies regarding legal aspects of the drug testing program.

4.6.12.3. Advises and coordinates on all requests for urinalysis drug testing other
than routine random inspection testing.

4.6.12.4. Evaluates requests by service members for independent retest.

4.6.12.5. Requests in writing to the appropriate drug testing laboratory an extension
to retain a positive specimen for administrative or UCMJ actions that will extend
beyond one year. The originating agency must specify a defined period of time (e.g.,
six months). A request for “indefinite retention” will not be honored by the
laboratory. At the end of this extension period, the SJA must advise the laboratory
every 60 calendar days of the need for further retention. The local SJA is responsible
for notifying the drug testing laboratory when further retention of the specimen is no
longer necessary.

4.6.12.6. Will provide, in coordination with the DDRPM, training sessions (as
deemed appropriate by the SJA and DDRPM) for observers on the collection and
observation processes for the drug urinalysis program.

4.6.13. Air Force Members.

4.6.13.1. When notified of random selection to provide a urine specimen, the selected
military member must acknowledge receipt of the written notification by endorsing
with his/her signature.

4.6.13.2. Military members selected for random drug testing must report to the
designated testing site within the time period provided in the written notification with
their military identification (1D) cards and the signed written notifications.

4.6.13.3. The selected military member must remain at the testing site until he or she
has provided an adequate urine specimen (minimum of 30 milliliters in one
uninterrupted collection) and applicable documentation has been completed. Once
this has been accomplished, the individual may be released by testing site personnel.
The only exceptions to the requirements of this paragraph are those military members
meeting the criteria listed in Section N.

Section C—CHAIN OF CUSTODY PROCEDURES

5. Chain of Custody for Collecting and Transporting Urine Specimens.

5. (439AW) Chain of Custody for Collecting and Transporting Urine Specimens at
Westover ARB.

5.1. Required Specimen Bottle Information.
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5.1.1. The DTPAM ensures that the urine specimen bottle label contains the following
information legibly annotated (Recommend that bottle labels be annotated with a
ballpoint pen to avoid problems with ink smearing from felt-tip and similar pens.):

5.1.1.1. Collection month, day, and year.

5.1.1.2. Installation Identification Number (BIDN), ensuring the proper prefix
correctly identifies the status of the member (e.g., F- Air Force active duty, R — Air
Force Reserve, G — Air National Guard).

5.1.1.3. All digits of submitting member’s social security number (SSN).

5.1.1.4. The member’s initials (and date, when applicable) certifying the authenticity
of the specimen, correctness of bottle information, and witnessing the application of
the tamper evident tape.

5.1.1.5. The observer’s initials (and the date of observation, when applicable).

5.1.1.6. No portion of the member’s name (including signature) shall appear on the
label.

5.2. Required Ledger (Register) Information.

5.2.1. The DTPAM maintains the urinalysis ledger or register. Recommend that ledger
documents be annotated with a ballpoint pen ((where not typed) to avoid problems with
ink smearing from felt-tip and similar pens.) The ledger or register documents each
member submitting a urine specimen with the following minimum identifying
information:

5.2.1.1. Month, day, year.
5.2.1.2.